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Person Merge

1. Identify the duplicate person ID numbers for the person that needs to be merged.  Person ID
numbers can be found on the Basic Tab of Person Management.

2. On the Desktop, go up to Utilities > Merge Person.  The Merge Person page will open.

3. There are two boxes for the Merge Person page.  The first box is Remove Person.  There is a
Search hyperlink.  Click on the hyperlink to search out the person you want to remove.
Select the person from the search results to populate the Remove Person box.

4. The second box is the Keep Person box.  Use the Search Hyperlink to search for the
individual that should be kept.  Select the person from the results to populate the Keep
Person box.

5. Click on the Save button.  A message saying “ Are you sure you want to merge these
people?” will appear.  If you are sure these are the people that need to be merged, click Yes.
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6. A second message will appear.  It will say “Merge Record Complete”.  Click the Close
button.

7. The merge record will need to run through batch processing overnight in order for the two
records to merge into one record.

8. In order to find out if the person merge passed or failed during the overnight batch
processing, from the desktop, go up to Utilities >Person Merge Delete.

9. The Person Merge Delete window appears.  If the merge failed or is waiting to go to
overnight batch processing, the record will appear on this window.  This window will also
cancel a person merge by selecting the delete check box.



Person Merge
02/22/05 3


